ENFORCEMENT  STAFF  INSTRUCTIONS 
CLEAN  HARBORS’  PAPERWORK 
FOR  INVOICING  PURPOSES  ONLY 


This  informafioii  only  pcrlains  to  the  items  needed  in  processing  the  payment  of  Clean  Harbors  invoices. 

Supporting  documents  for  an  invoice: 

<•  Call  sheet 

❖  Worksheet 

•t*  Manifest,  ifany 

'•*  Approved  Subcontractor’s  Paperwork,  if  any 

*>  Miscellaneous:  contracted  items  affecting  the  calculation  of  cliaiges 

Please  ensure  the  accuracy  of  the  information.  Signing  the  paperwork  means  you  authorized  the  items  in  that 
paperwork  which  will  be  billed  to  the  City'.  If  the  items  are  not  in  the  contract,  tliere  will  be  payment  issues. 

The  following  information  are  needed: 

<•  Signatgies  on  all  the  suppculing  documents  including  approved  subcontractor's  papemork. 

o  Manifest  (2"'*  or  additional  pages  -  •  there  is  no  space  for  City  staff  to  sign  but  for  invoicing, 
CH  will  ask  for  your  signature  later  on.  Pis.  sign  tlte  additional  pages  on  the  side  or  on  top 
where  it  can  be  easily  seen.) 

❖  WORK  ORDERS  and  Council  District  (CD)  No.  (pis.  see  next  pages  on  where  to  write  tliese:  top  right 
space  of  the  worksheet,  work  order  area  on  call  sheet) 

EQP  Word  Orders  &  CD  ^  (Ask  your  supcrvisois  for  the  most  current  list) 
v'  SSPAICID  (routine  and  emergency) 

New  and  special  work  orders 
Address  (same  on  all  documents) 

Date  and  Time  (start,  end,  break) 

Name  of  stalT,  title  and  hours  (start,  end,  breaks) 

❖  Truck,  Supplies  and  Materials 

Examples: 

o  PPEs.  if  you  asked  for  it.  they  will  note  and  bill  that  on  the  invoice 
o  Drums  (type,  size,  quantity) 

Description  of  work  (No  pick-up,  needs  to  be  specified  what  else  was  done) 

<•  Manifest  no.  -  needs  to  be  written  on  the  wotk  sheet  and  call  sheet 
•>  Approved  Subcontractor  -  needs  to  be  written  on  the  work  sheet  and  call  sheet 

❖  Other  info  that  Enforcement  needs  such  as  the  case  no. 

>  If  CH  tised  an  approved  subcontractor,  please  sign  die  subcontractor’s  paperwork  and  obtain  a  copy  from  them 
as  well. 

y-  if  there  are  changes  or  additions  by  Clean  Harbors  later  on,  you  will  be  asked  to  initial  the  changc/s.  If  you 
approve  the  cliange/s,  please  initial  and  put  the  date  you  signed  it. 

>  All  officers/inspectors'  copies,  including  aji^ovcd  subcontractors'  paperwork  (stapled  togethei  )  should  be 
turned  in  to  Cecille  as  soon  as  possible,  preferably  the  same  day  you  relumed  from  the  field.  Pis.  scan  a  copy 
for  yourself. 

If  wc  can’t  find  your  copy  and  you  alreatfy  scanned  il,  kindly  print  your  copy,  sign  and  date  and 
provide  us  a  copy.  If  you  lose  your  carbon  copy,  you  will  be  asked  to  review  the  vendor’s  copy,  sign 
and  date  it. 

>  Manifest  copies  should  go  to  Admin’s  (Fredricka’s)  inbox. 
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liCttrV 



SAMPLE 


Job  ConiD<ef«:  1  Yes  !  No 


:  ^  tion/ Commentv; 


_ ifvx,  ho* 


UOtM' 

aouo 


InoiMi  • 


iniemMei  /  FreeTanh  t  TerWr  (elfota 
imiyioaBl  f  Free  Ter*  !  l9ri^m  <ebc*> 


Print  insDeclofs  name 


ICoHOTi 


C  M 


MelNp  t  Vj n  /  tap  /  Ckmp Ca»  y<ra<eOty^ 
v«a^elre)|^_ 

^eoi^  . 

V«auu«"^pU(N,;^J|^.  .  . 

QoxTM  . 

Cvae*/  a>(MMr  /  Vetfo*  <C>p^eoa>  . 


D>vm1>^ax  ^ 

OrtMaiyaa, .  . . 

. 

OeflnaM/Irfe:^  ,. 

•fee*g7  ,  ...... 

Nivee  a>  <  fti W  Qeor.  ato>W 
?t '<1 ^ 
Po^aiO'i.’ieuuwppor 
Ay4pm  flpiMWf  lOfttMio 

AO—ffiei.t  lied.*  eedf> 

(Vnjp^«Foii  ^  _ 

aetei^Pkifl  ^ 

Ae(Wlf*lrUnf  ....  .,  .  , 

•  0»l  /  S4  kJ  Ire  0olf  Otwna  1>*« 


AkOoinpmMffliTaCFM  . 

toelftieMoge^iyflbM^l _ 

Satae  Lie  ♦er>»‘^nl  Kneeaetor  ^  ^ 

•MkTUlIl  .  . 

oi>ef  fr  19 1.  fluiaw  . .  , 

Fr»MkrvWitf«9  (•ai...  .. _ } 

«#aof1«aj  .  _ 


HM./.eM  (CtpeaeOA^ 


Cuater>e  :  _  ^ 


Write  vvori<  oj*4ei'  &  CP# 
here -example; 
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Melure  o' Incident 

HowMiKH  epiKd?  Oi«<w*«t>re»'7  T<*ffieLai»CleMH)? 

S»WrtfSWfW  Dxined  tnvohfof  AmS.Of  ^beorterfOowi.? 


Imennirir  ol  Msterials^heniic»S  ? 


I 
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FY  2017-18 

ENVIRONMENTAL  QUALITY  PROGRAM  (EQP)  WORK  ORDER  NUMBERS 


as  Of  05/14/2018 

PROGRAM 

FUND  NO.  won  WOBNAME 

CLEAN  STREETS  LA 

Abandoned  Waste 

GF  100  SeFAUYP  C^AU£rilEANin>BrSTORMWATER 

GF  100  S6FCAMPP  CSIA  ENCAMP  CLEANUP  BY  STORR4WATER 

6P  100  SGfAUyft  CStAALEYClEANUPOVSCUDS 

GF  100  S6FCAMPR  CSLAENCAMPCLEANUPSySOllDS 

GF  100  SGFNOBRR  G^NON-SOSRECECPTAOESBVSOUDS 

GF  100  SGFSUPPl  CSLA  ABANDONED  WASTE  SUPPORT 

CleanStat 

:  GF  100  SGfCTATB  CSIA  OfAf^AT  WSOUtS 

'  GF  100  SGmmR  6wRECEFTACIfSASSESSS0UDS 

Street  Receptacle 

GF  IDQ  SGFJtECPR  CSLARECEPTAOESBYSCHIOS 

GF  IpO  SGFllGBil  CSLAOIGBOLmSOUCIS 

GP  lOO  S^TOYSR  CSIATOYOiSTftIcreVSOUOS 

OPERATION  HEALTH 

STREETS 

Skid  Row 

GF  100  SGFSKIOP  OHS  SKID  ROW  ENCAMP  BY  STORMWATER 

GF  100  SGFSKIOR  OHS  SKID  ROW  CLEANUP  BY  SOUDS 

GF  100  SGFSKRRR  OHS  SKID  ROWRECEPTAOES  BY  SOLIDS 

6P  100  SGFSUPP4  OHS  SUPPORT 

V«OfM  . 

. 

GP  100  SGFVENCP  OHS  VENICE  ENCAMP  BTSTCmMWATER 

GF  100  SGPVEltefT  E^VSNIcEENCAMPCLEANUPSYSOUDS 

6f  lOO  SGFVENHft  OHSVEMCEMCEPTACtESBYSaijOS 

OF  100  SSFSU^A  ohssgppoRt 

PU81ICRI3HTOFWAV 

(HOPE) 

HOPE  • 

6P  100  SGFHOPEP  HOPETEAMSBYSTORMWATER 

GP  100.  SGEHOPER  HOPBTEAMS  BY  SOLIDS 

GF  100  S«UPP6  HOPETEMUS  SUPPORT 

*AII  Spi&al  Fuad  wOii»  nava  Bdaa  Pl«aM  dd  aot  contr»g«  RWfiA|  toihMk. 

ENHANCED  SERVICES 

TO  COUNCIL  DISTRICTS 

*  *Th<? jc  vrOils  »*>s*yld  enSy  be  u  m 

pd  tor  c«vn(il  ChjUicT  speerfk  wo 

«k. 

SKID  ROW  PERSONAL 

HYGIENE  STATION 

Trash  Compactorfor  I 

Skid  Row  Personal  1 
Hygiene  Station  | 

GF  100  SGFSRPHS  SKID  ROWPERSONALHYGIENESTA110N 

|— . . . 1 

LAWA  MANCHESTER 

LAWA  Manchester 

SWRRF 

SOB 

SRMW4PR0 

LAWA  MANCHESTER  SQUARE  BY  SOLIDS 

SQUARE 

Square  Project 

SPA 

511 

SSPACSIA 

LAWAMANCHESTERSQUAREBY  STORMWATER 

1 :  1 
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